
JOB DESCRIPTION

POSITION TITLE



International Student Advisor



REPORTS TO:
Dean of Students 

PRIMARY FUNCTION: 
Coordinate VISA processing for international students.

AREAS OF RESPONSIBILITY:

1. To be the responsible Designated School Official (DSO), as required by the U.S. Citizenship and Immigration Services (USCIS), formerly known as the INS. 

2.
To process and maintain visa information for international students.

3.
To advise international students on immigration issues.

SUPERVISORY RESPONSIBILITIES: 
none

CONTACTS:
International students, U.S. Citizenship and Immigration Services (USCIS), St. Olaf Community

EDUCATION: 
Essential:
Bachelor’s Degree 


Desirable:
Degree associated with International Studies.

EXPERIENCE:
Essential:
Experience with student immigration law.


Desirable:
Experience in college setting working with student immigration issues.

KNOWLEDGE, SKILLS, ABILITIES:

Sensitivity to and understanding of the experience of International Students; Ability to work with, and understanding of Federal Government rules pertaining to foreign students; Ability to work with diverse populations; Sensitivity and orientation to be successful in a church-related, liberal arts setting.

PHYSICAL DEMANDS:
NA

WORKING ENVIRONMENT:

Office environment.

WORK SCHEDULE:
FTE: 
0.50 


Term: 
Full Year



Shift: 
Monday – Friday regular office hours

APPROVAL:                                                 Greg Kneser

DATE:




May 2004

